
 

 
Real Estate Appraiser Supervisor #02260 
City of Virginia Beach – Job Description 
Date of Last Revision: 08-11-2021 

FLSA Status:  Exempt Pay Plan:  Administrative Grade:  14 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Supervise a team of Real Estate Appraisers and make complicated appraisals of real property for 
assessment purposes. 
 
Representative Work Functions and Responsibilities 
Supervise a team of professional appraisers in the appraisal of all types of taxable and non-taxable real 
estate to use as a basis for tax assessments. 
 
Ensure that the team meets applicable deadlines. 
 
Consult and instruct team members regarding office policies and procedures and professional appraisal 
practices; train or coordinate the training of new appraisal employees; and offer feedback and remedial 
instructions to team members. 
 
Ensure proper utilization by team members of the CAMA software application ProVal. 
 
Review assessments at the request of property owners to ensure equity and accuracy. 
 
Make presentations to professional organizations to provide information on the appraisal process and 
office policies. 
 
Design, implement, and administer special projects and programs. 
 
Receive direction from the Assessor and Assistant Assessor with regard to assessment duties, production 
and personnel matters, and public relations initiatives. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Adept at problem solving, planning and scheduling; provide effective leadership to  team members; 
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excellent public relations skills, tact and diplomacy; ability to carry out the mission of the Office of Real 
Estate Assessor; demonstrate sound judgment in assessment decisions, public contacts, and personnel 
matters. 
 
Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to 
seven (7) years in fields providing the required knowledge, skills and abilities listed above, in such 
positions as Real Property Appraiser; five (5) courses offered by the International Association of 
Assessing Officers (IAAO), the American Society of Appraisers (ASA), the Appraisal Institute or other 
appraisal organization sponsors of the Appraisal Foundation; or possess a valid Certified Residential or 
Certified General Appraiser License issued by the Commonwealth of Virginia. 
  
Please note: Any real estate sales or brokerage licenses in the possession of the incumbent would have 
to be placed in an inactive status prior to the date of employment. 
 
Must have, or obtain, a current and valid Virginia or North Carolina driver’s license in accordance with 
Virginia or North Carolina DMV driver’s license eligibility requirements. 
 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
This position may require that incumbents to wear and maintain appropriate personal protective 
equipment such as, but not limited to, steel toed shoes, hard hats, safety glasses, gloves, or other safety 
attire and equipment in designated areas of risk.  Specific requirements will be determined and 
communicated by the employee’s supervisor based on position assigned. 
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Thorough knowledge of appraisal methodology and its application in ad valorem assessment. 
2. Knowledge of management theory and practices. 
3. Knowledge of building construction practices and real estate marketing strategies. 
4. Knowledge of state and local laws pertaining to assessments.  
5. Thorough knowledge of mass appraisal statistical measuring tools 
6. Thorough knowledge of microcomputer operation, the Computer Assisted Mass Appraisal 

software application ProVal, and other city standard software applications. 
B. Skills 

1. Skill in appraising real estate. 
2. Skill in problem solving. 
3. Skill in verbal and written communication. 
4. Skill in utilizing statistics used for mass appraisal to ensure accurate values and equitable 

assessments. 
5. Skill in utilizing the CAMA software application ProVal properly to ensure accurate values and 

equitable assessments.  
C. Abilities 

1. Ability to effectively supervise the work of others. 
2. Ability to establish and maintain effective working relationships with peers, other city 

departments, contractors, property owners, and other parties which provide beneficial 
necessary information contacts in assessing real estate. 

3. Ability to exercise sound judgment and appropriate demeanor when interacting with property 
owners and other stakeholders in the area of assessments.  
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4. Ability to read, understand, and effectively utilize building construction plans and 
specifications, blue-prints, deeds, maps, surveys and other instruments that provide helpful 
information in assessing property. 

5. Ability to effectively train and monitor performance of other team members in the proper 
utilization of the CAMA software application ProVal. 

6. Ability to perform tasks requiring incumbent to sit for extended periods throughout the 
workday. 

7. Ability to perform data entry or maintain handwritten or electronic records. 
8. Ability to operate a computer and use city standard software applications. 
9. Ability to comprehend and follow oral and written instructions with minimal guidance from 

others. 
10. Ability to effectively communicate with other city employees, customers, and the general 

public both orally and in writing. 
11. Ability to prepare complex reports and documents that may require review and input from 

Supervisor or Department Director. 
12. Ability to work efficiently and plan own work assignments and schedule to meet long term 

goals and objectives. 
13. Ability to perform a wide range of complex tasks with little predictability as to their occurrence. 
14. Ability to perform tasks that require obtaining cooperation from co-workers or citizens to 

accomplish assigned tasks. 
15. Ability to work independently and apply abstract principles to solve complex conceptual 

issues. 
16. Ability to interpret, remember and apply complex procedures, policies and laws as they relate 

to work tasks. 
17. Ability to adjust complex procedures to accommodate complex challenges or improve 

operations. 
18. Ability to adjust to typical work stressors and maintain composure in stressful situations. 

 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent 
in the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title.  A more detailed description will be made available 
at the position (PCN) level both internally and externally with all posted open positions. 
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 

 


